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Ty Qudang Cdo Minh Trén Gidy - Bon Xin Viéc

Selling Yourself on Paper-The Job Application

Khéng phai tat cé vi tri déu doi héi don xin viéc.
Tuy vay, mdu don chudn nay ciing quan trong nhu
resume hay trang dau thu trong viéc xem xét va

mdi d&n phéng van. Vay lam céch ndo dé dién cho
612 Quy vi c6 thé mé ta ré6 rang nhing ky ndng va
thanh tich cta minh trong biéu méu véi khodng thsi
gian gidi han hay khéng?

D6 la mot vai cdu héi quy vi phéi gidi dap khi tién
budc trén quang dudng tim viéc lai. TS théng tin
ndy phdc thdo mét sé gdi y quan trong dé dién
dan, gitp quy vi cho chd nhén thdy rédng minh
chinh la ngugi thich hgp cho céng viéc!

Thu HUt Sy Chd Y cda Chu Nhén

Nhiéu chu nhan sé0 dung mdu ddn xin viéc vi ching
tién Igi va sdp x&p thong tin theo dang chudn, nhg
dé ngusi phong van cé thé doc 1udt nhanh chéng.
Do d6 nén lam theo y&u cau cua hang va hoach
dinh tU trudc! Nén bién soan nhing sy kién, ngay
thang va tham chiéu can dé dién chinh xdc véio mau
trddc khi xin viéc.

Dién Mdu Dan

Bon xin viéc cong quan trong nhy resume dé xem xét

md&i d&n phéng van. Vi vay hay dién that hju hiéu!

Sau day la mét sé ggi y dien don hiu ich:

=» Doc don cén than ca tride |an sau khi dién. Theo
diung hudng dén la diéu thiét y&u dé dién don xin
viéc that t6t.
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=» Xin hai ban. Quy vi cén mét ban lam nhép. Nén
mang theo resume va danh séch tham chiéu
nhdm gitp dién nhing théng tin quan trong that
day do va chinh xéc.

=» In hodic viét ré rang dé dé doc. Dung viét bic
mau xanh dudng hodic den loai t6t (hodic danh
mdy néu dudc). Mang theo viét bic véi gdbm xda
muc hodic but xéa phong khi
viét [on.

=» Ch( y chdnh ta, van pham va déu cau.

=» Diing chiia chd tréng. Nén ghi “khéng dp dung
dugc” hodic “khéng dp dung” khi théng tin yéu
cau khong lién quan dén minh.

=» Cho tham chiéu khé tin. Chd y xin phép ndi tham
chiéu trudc réi méi ghi tén.

=» Ky t&n va dé ngdy vao don.

=» Yéu cau gidi thich nhing tU viét t&t hay thuat ngl
minh khéng hiéu. T&t nhat nén héi ngusi dua
mau don.

=» Bdo dam moi théng tin déu chinh xdc. Kiém tra
lai ngdy vao lam, s6 dién thoai va dia chi cho
chinh xdc.

Quyét Tam

N6i dung don xin viéc la diéu thiét y&u di dén budc
fim viéc ké& tiép - phong vén, do dé diing dé bi béc
bo vi céi mau cé vé clng nhéc nay! DUéi day la
mét dén mau. Ngodi ra, Job Search Journal (Nhat
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Ky Tim Viéc) va nhing dn pham khdac cua DCS chda
nhiéu ggi y dién don cing cé sdn tai Trung Tém
Nghé Nghiép Day D0 (One-Stop Career Center) nay.

Ty Quéng Cdo Minh Trén Gidy - Bon Xin Viéc

Cho céc khiém thinh, gé&i déch vé& chuyén tiép (Relay Services) 1-800-439-0183 hoéc

|
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Application for Employment
DATE
PERSONAL INFORMATION
NAME (LAST NAME FIRST) SOCIAL SECURITY NO. )
PRESENT ADDRESS ; CITY STE 7P GODE
PERMANENT ADDRESS CITY STATE 7P CODE
PHONE NG IREFEHHED BY
L ( J
EMPLOYMENT DESIRED
(FOSITION IDATE YOU CANSTART l SALARY DESIFED )
ARE YOU F 50, MAY_WE INQUIRE
EMPLOYED? L ves L ho |OF YOUR PRESENT EMPLOYER? Yes L] wo
EVER APPLED 10 WHERE? WHEN?
THIS COMPANY BEFORE? ves [ I no J
NAME AND LOGATION OF SCHO e || PO
GRAMMAR SCHOOL
HIGH SCHOOL REFERENCES
GIVE BELOW THE NAMES OF THREE PERSONS NOT RELATED TO YOU, WHOM YOU HAVE KNOWN AT LEAST ONE YEAR.
COLLEGE
TRADE, BUSINESS OR
CORRESPONDENGE )
L SGHOOL
3
\
GENERAL AUTHORIZATION
[SUBJECTS OF SPECIAL STUDY/RESEARCH WORK “t CERTIFY THAT THE FACTS CONTAINED IN THIS APPLICATION ARE TRUE AND COMPLETE TO THE BEST OF MY KNOWLEDGE
OR SPEGIAL TRAINNG/SKILLS AND UNDERSTAND THAT, IF EMPLOYED, FALSIFIED STATEMENTS ON THIS APPLIGATION SHALL BE GROUNDS FOR DISMISSAL
| AUTHORIZE INVESTIGATION OF ALL STATEMENTS CONTAINED HEREIN AND THE REFERENGES AND EMPLOYERS LISTED
ABOVE 10 GIVE YOU ANY AND ALL INFORVATION CONGERNING I PREVIQLS EVPLOYMENT AND ANY PERTINENT INFOR:
MATION THEY MAY HAVE, PERSONAL Ol WISE, AND RELEASE THE COMPANY FROM ALL LIABILITY FOR ANY DAMAGE
THAT MAY RESULT FROM UTILIZATION OF SUCH INFOHMAT‘DN
| ALSO UNDERSTAND AND AGREE THAT NO REPRESENTATIVE OF THE COMPANY HAS ANY AUTHORITY TO ENTER INTO ANY
AGREEMENT FOR EMPLOYMENT FOR ANY SPECIFIED PERIOD OF TIME, OR TO MAKE ANY AGREEMENT CONTRARY TO THE
STTAlTRRVIGH] AN FOREGOING, UNLESS IT IS IN WRITING AND SIGNED BY AN AUTHORIZED COMPANY REPRESENTATIVE.”
NAVAL SERVICE
FORMER EMPLOYERS e IR
(LIST BELOW LAST FOUR EMPLOYERS, STARTING WITH LAST ONE FIRST)
ONTH AND VEA AME AND ADDRESS OF EMPLOYER ALA INTERVIEWED BY. oATE
DO NOT WRITE BELOW THIS LINE
EROM REMARKS
e (
FROM
TO
FROM
o
FROM
o)
NEATNESS CHARACTER
PERSONALITY ABILITY
HIRED FOR POSITION WILL SALARY
DEPT. REPORT WAGES
APPROVED: 1 2. 3.
EMPLOYMENT MANAGER DEPT.HEAD GENERAL MANAGER
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